
DHS|OHA-070-001-010 Change Mobile Device User - High Level

Employee (new user)Employee’s Manager MCD Coordinator

Complete

MCD Request Form

(MCD1496)

Read Related 

Policies and Sign 

MCD Request Form

Factory Wipe Device

Complete Changes 

in the Mobile 

Service 

Management 

Vendor Portal

Deliver device to 

New User with 

Setup Instructions

Preference is to 

order a new device 

and recycle old 

device when 

possible.

Sign and Send Form 

to MCD coordinator








